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This guide provides you with an overview of how to view a list of all of the vendors you are notifying about a 
particular solicitation, and of those, which are designated as a Small Business Reserve (SBR) and Minority 
Business Enterprise (MBE). 
 

Adding Vendors to a Solicitation (Bid) 
 

Before you can view which vendors you are notifying about a solicitation are SBR and MBE, you must first have 
added the vendors to your Bid document. From the Bidders tab of your Bid document, confirm the list of vendors 
you have added to notify.  
 
For instruction on adding vendors to your Bid document, please see the “New eMM Solicitation Training Part 1” 
document available at http://dgsweb.dgs.state.md.us/procure/eMMnew.htm.  
 

 
 

 
 
 

 

Viewing SBR-MBE Vendors 

 

Once you have vendors selected and visible from the Bidders tab of your Bid document, you are ready to view 
which of these are SBR and MBE vendors. To do this, first copy your Bid number as shown below. 
 

 
Next, in the Header toolbar, right-click the pie chart icon and select “Open Link in New Window” as shown 
below. 
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The Administrative Reports screen will appear in a new window. Click the “SBR-MBE Bidder Report” link. 
 
 

 
 
 
The Dashboard Reports screen will appear. Paste your Bid number in the Bid Number field that appears. 
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Finally, click the icon corresponding with how you would like to view the report. 
 

 
 
 
The report will appear in the format selected. 
 

 
 
 

 
 


